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Retention

APPROVED BY:

SIGNATURE: WQ , Jdmw/v DATE 21670 |

General Schedule - Administrative Records
(Tuiis ts A perAULT DHMH SCHEDULE FOR RECORDS CREATED AND USED IN THE
ADMINISTRATION AND OPERATION OF THE VARIOUS DHMM SUBDIVISIONS AND OFFICES.
THIS SCHEDULE IS NOT AUTHORIZED FOR USE WITH PROGRAM FILES, WHICH REQUIRE
PREPARATION OF INDIVIDUALIZED SCHEDULES.)

Administrative Communication- indudes incoming and outgoing letters,
faxes, e-mails, recordings, and other types of communicotion.

E-moil of continuing administrative volue should be saved to pc hard-drive or else
printed, and hondled as printed communications. Eledronic files may be erased
alter verilying printed or transeribed hard-copies of the documents.

Mamos of short-term interest .g., appointments, post-it notes, reminders, F¥l-files,
clendars, etc, are considered “warking files"and are temporary, non-record
materials.

a. Budget and Accounting Records-

" Annual Budget Requests

] Timekeeping and Leave Records

» Petty cash receipts, requisitions, order forms, inventory records, etc.
" Other budge? or accourting records

Electronic Accounting Files- induding spreadsheets, databases, tables, etc,
that are not kept in printed format, or are ongoing, continuing records.

b. Contracts (Retention period starts at completion of contrad).

¢. Audits

Supervisos’s Personnel Files- supervisor’s working papers, such as PEP
documentation, dodor’s notes for sick leave, and other papers used by the
supervisor. {This is not the “officiol” personnel file, which is maintained in the
Personnel Services Administration or Personnel Office).

(DHMH Official)

Jﬁﬂlan Seeman, Deputy Secretary for Operations

AUTHORIZED BY:

St P
IGHATURE : aE: MAR 122001

1. Establish annuol folders, mointaining current year and three (3)
previous year's folders in office or records center. Screen files for
duplicate and non-record material which may be destroyed if no
longer needed.

Temporary working files, memos, efc. are o be destroyed when no
fonger needed. Non-record e-mails are to be deleted from server
within 30 days of receipt. Record copy e-mails {which have been
downloaded to pc hard drive} should be backed-up ot least semi-
annuolly and retoin back-up for three (3) years.

2 0. Orgonize records by fiscal yeor. Retain current yeor ond three (3)
pravioys years folders until all audit requirements are met, then
destroy if no longer needed.

Badckup of least semi-annually, retain backup copy for three {3} years
and until all audit requirements are met, then erase if no longer
needed.

2 b. Retgin completed contrads for five (5) years and until audit
requirements are met, then destroy.

2 ¢. Retain Internol and Legislative Audits for ten (10} years, then
destroy. All other audits are permanent. Transfer periodicolly to
State Archives.

3. Screen periodically, removing outdated information. Retain until
employee transfers or retires, then destroy.

{State Archivist)

Edward C. Papenfuse, Jr., State Archivist

06S 550-1 (DHMH 1998]
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DEPARTMENT OF HEALTH & MENTAL HYGIENE
Al Units including Local Health Depariments, Facilities, Professional Boards & Commissions

ltem No. Record Series Description Retention A
4 Records Management File- Contains authorized Records Retention | Retain permanently; periodically transfer to State Archives.

and Disposal Shedules, completed Records Transmittal and Receipt
forms with storage locations, Certificates of Record Disposal, Records
Inventory Forms, Electronic Record Worksheets, efc.

5. Unit History File- Information screened from other record series Retain permanently; periodicolly transfer to the DHMH History
induding documents which shows the development of the Department, | File, for eventual transfer to the State Archives.

unit, or program; documents signed by the Governor; unit publications
(one copy of each); copies of internet/ intranet home pages, et¢;
newspaper/magazine/ internet artides; film, photo, VCR/digital
recordings of ceremonies, awards, etc

65 550-1 (DHMH-1998) Continaation Sheet




RISTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES * AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD. VMH RECORDS REVENTION. | = ... RECORDS MANAGEMEN] DIVISION. ..
SCHEDULE (DGS %50.1)

7278 WATERLOO ROAD I 5"
P.O. BOX 278 . JESSUP, MARYLAND 20704 f of

1. DEPARTMENT/AGENCY l OIVISION 3 UNIY

NMH- BT R’F}KPT‘

DEFINITION - Recorde Sertes - A group of related recdords normally Ried and woed se 8 unit for reference 89 well o0 totontion and dispesiton purposes.

| 4. RECORD SERIES TITL! /77 //2/ §. EARLIEST YEAR [ LATETEST YEAR
fmmw/gfkm - | 1o

| ¢ RECORD SERIES DESCRIPTION ( M descrbe the tfypes of information/documents/orms found in Ihe Series  Include the purpose o function of the Series) i

//MWWAj /(W %{5 7 iy’ %W//f

7. RECORD SERIES FORMAT(S) 9. RECORD SERIES SEQUENCE §. VOLUME
: O File Drawer(s)
Nﬂlev See o Miciofim O Aphabolicst O Merolim Reel (s)
O Computer Tape (s)
O Legal See O Computer Tape 0 Numercal O Other (Spectly)
O Bound Book Mm Disk Muonoloow Numbet
O Audo Tape © Video Tape O Geographical 10. ANNUAL ACCUMULATION
. O Fie Diowes {s)
© Other ({Specify) ' O Other (Spectly) O Microfim Ree! (3)
© Computer Tape(s)
O Other (Specity)
Numbet -
| 11. FILE I8 USED

12. FILE BECOMES INACTIVE AFTER

X/ Daiy O Weely O Monihly éM ﬁ :{ (778

O Month{s) 0 Yeas)
Number

13. CURRENT LOCATION(S) (Bldg , Fioor, Room) 14. 1S RECORD SERIES QUPLICATED ELSEWHERE? (i yes, specily sgency or office)

/A(L(/ . |gne e ' C - (i " B N

5. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes @ Mo @ Nene 0 Site 0 Feden! O independent

17, IS AN INDEX SYSTEM USED? (U yos, axplain brefly and 16. RECOMMENDED IEIEITION
descrbe sny hardware/sohware)

Kow WMJ}WW 57/“5 q

10. NAME AND TITLE OF PREPARER %

T K2

DGS 8504 (Rewsed 1B3)

2 VELEPMONE NUMBER

) 207-57




- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

SCHEDULE (DGS 360 1)

| 1. DEPARTMENTIAGENCY

DAMH

REVISEO RECORD SERIES. .FORWARD. WITH RECORDS RETENTION.

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

- . .-...RECORDS MANAGEMEN] DIVISION ..

7213 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYIAND 20784

2. DIVISION

,.;. —— . 0'5,

DEFINITION - Records Setles < A group of related records mormally Rled and ussd ss @ unit for reference 83 well se retention and dlapesiiion purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR ! LATETEST YEAR

10

Gudr Moty 7

. RECORD SERIES DESCRIPTION { Briefly descrbe the types : i

ormation/documentsiomms found in the Series  Incihude the purpose ot function of the Series)

1. RECORD SERIES FORMAT(S) 8. RECORD SENIES SEQUENCE 9. VOLUME
O Fie Drawer(s)
&am Sae O Mrofim O Aphabetical O Mcolim Ree! (s}
O Computer Tape (s)
O Lega! Sue O Compuler Tape O Numercal 0 Other (Specdy)
O Bound Book Floppy Desk 0 Chionologreal Numbet
D Audo Tape D Video Tape © Geographea! 10. ANNUAL ACCUNMULATION
_ : O File Digwer (s)
0 Other (Specify) O Other (Specdy) B Mcrofiim Ree! (s)
a Computer Tape(s)
O Other (Specify)
Numbet —

| 1. FILE IS USED

0RC_ sy O Weekly D Monthly

12. FILE BECOMES INACTIVE AFTER

Number

O Month{s) O Yest(s)

" 13. CURRENT LOCATION(S) (p@, Floge, Room)
)

Qo W- e

14. 18 RECORD SERIES DUPLICATED ELSEWHERE? (if yes,

&Ye!

y sgency of ofice)
‘,Mﬁ? .

18. ACCESS RESTRICTIONS (I yes, cile law(s) § reguiation(s)

D Yes 0 No

16. AUDIT REQUIREMENTS

O None Nme

O Foden! O independent

7. 15 AN INDEX SYSTEM USED? (i yes, explain brelly and
descrbe sny hardware/soiware)

. W

10. RECOMMENDED utmmov!

Coeed vt NI s Culrtd |
e
Y Y YO Y,

R

10. NAME AND TITLE OF PREPARER

2. TELEPHONE NUMBER

(N

d

i




- TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. --FORWARD. WITH RECORDS RETENTION
SCHEDILRE [DGS 350-1)

1. DEPARTMENT/AGENCY

T

OEPARTMENT OF GENERAL SERVICES
-+ ...RECORDS MANAGEMEN] DIVISION.... .
7218 WATERLOO ROAD
£.0. BOX 278 . JEESUD, MARYIAND 20784

2 DivisidN AiL_U

AGENCY RECORDS INVENTORY

;m. %L 0'

DEFINITION - Records Serles - A group of related recbrde mormally fllsd and ueed s & wnit for reference as well a9 retentien and Glapesiton purpores.

§ 4. RECORD SERIES TITLE

2173

/MM&& -

§. EARLIEST YEAR | LATETEST YEAR

10

’

§. RECORD ‘Ekl“ D‘SC”"\ON ( Briefly destrbe the types of iformation/documentsfiomms found in the Series  Include the pupose o function of the Series)
(
VISHS  fLevds

- MGl
ko '

1. RECORD SERIES FORMAT(S) 6. RECORD SERIES SEQUENCE 9. VOLURE
O Fie Drawer(s)
/erﬂev Sae 0 Microfim A wohatetical O Mcrolim Reel (3)
O Computer Tape ()
O Legal See O Computer Tape O Numercal O Other (Specdy)
O Bound Book 0O Floppy Drek 0 Chionologscat Numbes
0 Audio Tape O Video Tape O Geogtaphical 10. ANNUAL A‘cwluuuou
O Fie Drawer (3)
O Other [Specily) O Other (Specty) B0 Mirofim Reet (3)
0 Computer Tape(s)
O Othet (Specity)
Number -
| 1. FILE IS USED 17 ALe GECOHZS INACTIVE AFTER
o0 Oaiy D Weekly 0 Monthly ééz/ 5 O Monihis) O Yemis)

Number

13. CURRENT LOCATION(S) (81dg , Floor, Room) 14 18 RECORD SERIES OUPLICATED ELSEWHERE? (I yes, apechy sgency or offce)
o v 121 o No
16 ACCESS RESTRICTIONS (1 yes, che lew(s) & reguitionis) | 16. AUD(T REQUIREMENTS
b v _ o Mo (8 Viore o Swe O Feders O Independent

17. 15 AN INDEX SYSTEM USED? (I yes, expiam brefly and | 18. RECOMMENDED RETENTION ,@M—
descrbe any hardware/soliware) : j(_, ﬁ W 4 A
O VYes B\_/No

[ 19. NAME AND TITLE OF PREPARER

2. TELEPHONE NUMBER

KT

3¢




- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY I

REVISEQ RECORD BERIES. .FORWARD. WITH RECORDS RETENTION. | . . RECORDS MANAGEMENI DIMSION... .. | . L S
SCHEDULE (DGS 350-1) 72718 WATERLOO ROAD 5
. ’ £.0. BOX 275 . JESSUS, MARYTLAND 20784 Poge ] ot

1. DEPARTMEN]/AGERCY 2 pivisioN ) 3 UNIY

DEFINITION - Records Serles - A greup of related recbrde normally Rled and ueed av & unit for reference as wall as sefenfien aad dlspesition purposes.

4. RECORD “NE‘ !“l.E §. EARLIEST YEAR { LATETEST YEAR
wids Mot bte- (oni) N

6. RECORD SERIES DESCRIPTION ( Briefty descrbe the types of information/documentsforms found in the Series  Include the purpose or funclion of the Series)

C%inﬁ&a‘% //%M‘SWg recewds MW//ag
é‘gr%m&om sponc, Geafomic bo? Wreshats .
potd k. /WM WW%MM/ pnidé puank .

7. RECORD SERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Drawer(s)
Heter sze 0 Merofim 0 Aphabeticat O Merolim Reel {3}
O Computer Tape (s)
O Legal See O Compuie: Tape O Numencal O Other (Specty)
O Bound Book © Floppy Drsk © Chionologreal Numbet
o - Audo Tape D Video Tape . O Geographca! 10. ANNUAL ACCUMULATION
) . O Fie Drawer (3}
© Other {Specify) O Other (Specdy) O Mirofim Res! (3)
a Computer Tape(s)
O Other (Specify)
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER W 4 kq/“ /QEIM .
Fe
0 Dy 0 Wedly {_Monihly ﬁt/ alh(s) m:m
Numbet
13. CURRENT LOCATION(S) (Bidg , Floor, Room) 14. 13 RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily sgency or office)

%Lu | e Beads dfectr fus srspiaeds

5. ACCESS RESTRICTIONS (it yes, ce laws) 8 reguiation(s) 18. AUDIT REQUIREMENTS

0 Ye & w B\ None o Sise o Fedens! O independent

17. 1S AN INDEX SYSTEM USED? (I yeos, explam bnefly snd 18. RECOMMENDED RETENTION .
descrbe any hardwaielsoiware) Wj /6 Wm mf

o ,&cﬁfﬂ/fﬂw ‘

10. NAME AND TITLE OF PREPARER 2. TELEPHONE NWDEI

< ,(//m/(/&

DGS 8304 (Rewnad 183}




REVISED RECORD-SERIES: FORWARD WITH RECORDS -RETENTION. 1. - ... RECORDS MANAGEMENT.OMISION . ... . ].

- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY ﬂ
SCHEDULE (OGS 550-1)

DS MANAGEMEN.D e e
P.O. BOX 275 - JESSUP, MARYLAND 20764 Page_ S o S

1. DEPARTMENT/AGENCY # 2 DIVISION 4/ ) ' 3. UNIT
DEFINITION - Records Serles - A group of relsted recbrds normally fiied and used se 8 Unit for reference a8 well 8s retention snd dispositon purposes,

4. RECORD SERIES TITLE 8. EARLIEST YEAR ! LATETEST YEAR

o’ Koshyry ke o

f' . nscono SERIES DESCRIPTION ( Briefly descrbe the Iypes of information/documentsforms found in the, Series  Include the purpose or funclion of the Series)

Thes Hompedher izes  Iil5 16 ot prrtacd fus?
/(ﬂfg, Pose phims otk illustrate e o of

> W I Lepn &Z/@ //}2 . |
%:ff% /;;Z 2o ey /%%Wﬂ "&‘4‘4

Y /Y. Wf/ ﬂLéL

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
SLelter Sze O Merofim 0 Alphabclicat 0 Merolilm Reet (s}
D Computer Tape (s)
D Legal See 0 Compuie: Tape O Numerncal D Other (Specty)
O Bound Book O Floppy Drsk O Cheonologica! Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION

: D File Drawer {s)
D Other {Specify) 422 4 2 ’4 O Other (Specdy) /\[ / A’ 0 Mictofim Reel (s)

0 Computer Tape(s)

O Other (Specily)
hn -
11. FILE IS USED 12 PLE asc/{m/ INACTIVE AFTER WM -
0 Daiy O Weekly &/ Monthty / 4/ O Monih(s) O Yess)

Number

13. CURRENT LOCATION(S) (Bidg , Floor, Room) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency ot office)

0 Yes _ " 0 No

15. ACCESS RESTRICTIONS (1 yes, cite law(s) 8 reguiation(s) | 16. AUDIT REQUIREMENTS
O Yes 0 No éiiuu\e Q State O Fedenal O  Independen

17. 1S AN INDEX SYSTEM USED? (if yes, axplain bnefly and 18. RECOMMENDED RETENTION *

e DHME ity £
o e . &f fM M, oL ﬂAg&f; azfmt@ﬁy flel

ety M reTrsise [N o/m/

cere 1.




